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Introduction
Within this report I will be presenting theories of communication within the workplace and how the performance of communication skills of employers and employees can be improved through various techniques for example encoding and decoding a message whether it is through email, verbal or non-verbal communication etc. I will also be analysing the theory of being heard by Julian Treasure, a strategic sound consultancy, who believes in order to be heard one should have certain qualities within themselves to be listened to. And in the final part I will be elaborating on my own experience of how communication is effectively executed within my working environment.



                                               















3
                                                                                                                                                                                                                          How well do employers perform at communicating
In this part of the report I will be speaking about the effectiveness and theories of communicating within the workplace. It is vital to understand that employees are more engaged in their work and can better align with the company’s objectives and goals when a culture of good communication skills is established within a team or workplace. ‘Good communication is an integral element to business successes’. (Patrick Bosworth)
This shows that without good communication skills employees will likely be ineffective hence why the performance of a business may be degraded.
‘Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people’. (Griffiths and Dunham, page 47)
In communicating with others, the employers need to be able to use various strategies to ensure that professional practice meets health and social care and facilitates a positive working relationship. There are many different types of communicating and it is imperative that the individual practitioner tailors his or her use of these to the individual needs of the individual patient. For example, a patient who wears a hearing aid will require British Sign Language as a visual communication. For this kind of communication it should be necessary for the staff to be trained or recruit who has employability skills to work alongside people with hearing impairment (NHS page 11)
It is very important to understand that good practice in communication within the health and social care contributes to the efficiency of the service and builds confidence and trust in individuals. The department of Health ensures that when information is provided to clients and service users/ the standard aims to make sure that people who have a disability, impairment or sensory loss are provided with information that they can easily need or understand. (NHS, page 4)
Good practice with regards to communication in the work place is achieved through the adoption of various techniques and methods. Here some are a few techniques that are used within the workplace as a means of communication:
· Encoding and decoding messages:
Encoding is the creation of messages which you want to communicate with the other person. The process requires at least one sender, one receiver and a message that is transmitted within a communication medium.
It starts off with an idea or concept in the mind of the sender which is then shared with the receiver. This can be encoded through symbols, verbal and non-verbal communication, and written or electronic communication.  
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Decoding would be the part where the receiver responds to the encoded message and transmits back to the sender, which can be done in various forms. (Griffiths and Dunham, page 47)

· Verbal communication and non-verbal communication:
Verbal communication is the most common form of communication with individuals. Verbal comments are exchanged on a daily basis in everyday life. It also comes with the body language that is shown when speaking in a conversation and the tone of voice that is used. The body language and tone of voice is very important when presenting yourself in front of a panel of manager’s or employers because it gives an impression of a person’s characteristics for example, if showing confidence ones posture maybe straight and not hesitant, he or she will make eye contact and will have the ability to use the right tone of voice to express yourself so it is not too high pitched to show over confidence or too low pitched to show weakness when communicating. 
When communication is taking place it is vital to understand that as an employer, it is their duty to be able to convey the appropriate messages they want to get across to their employees in an effective manner so that an organisation can improve and enhance strongly. This can be done through:
· Defining goals and expectations:
Mangers need to be able to deliver clear, manageable and achievable goals to both teams and individuals. 
· Clearly deliver your message:
Ensure your message is clear and accessible to your intended audience, speak plainly and politely. This needs to be achieved without causing confusion or offence.
· Choose your medium carefully:
Ensure it is delivered in the best possible format, depending on the situation, message, and idea or concept. Choose whether information delivered in a printed copy would work better than an email or if a general memo would suffice.
· Keep everyone involved:
Ensure that lines of communication are kept open at all time. This can be managed through reports and project updates. 
· Listen and show empathy:
Listening shows respect, interest and allows you to learn any outstanding issues you may need to address. 
(Michael Page, page 2)
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 Part 2 – How can employers improve at communicating?
‘Listening is the doorway to understanding. It is crucial for the survival of democracy and civil society. Powerful speaking liberates as to make a difference and be known for who we are’. (Julian Treasure) 
From this quote we can understand that, (in the perspective of a business) for an employer it is very important that they are heard accurately, proactively and honestly so that both employers and employees can work together to make an organisation successful. 
An analysis made on Julian Treasure, (founder of the world’s first strategic sound consultancy and an international consultant on all matters of the use and abuse of sound in business and commerce,) speaks of how one can portray themselves positively with just the way one speaks and presents themselves. 
Julian Treasure first starts off speaking about habits that one should avoid doing in order to make changes within the environment; he calls these the ‘seven deadly sins’.
1. Gossip 
2. Judging
3. Negativity
4. Complaining
5. Excuses
6. Lying
7. Dogmatism
He believes that these sins can be turned to something positive to view as, which he then speaks about honesty, authenticity, integrity and love. Furthermore, he speaks of the tone of voice that one uses in certain situations, and he calls this a toolbox. The definition he uses to describe this is as follows:
· Register – locate your voice e.g. weight would around the chest to show the lower voice which represents power and authority.
· Timbre – the way your voice feels e.g. rich or smooth
· Prosody – what kind of language is one using
· Pace – how fast or slow your speaking
· Pitch – deepening or squeaky when speaking
· Volume – high or low tone of voice when being used
His theory on how to speak is a very a strong justification which can be applied by an employer in order to be admired for their abilities, qualities or achievements, as a result an organisation can be more effectively and efficiently run. 
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Part 3 – My experience
Working as a teaching assistant for eighteen years has given me the privilege to perform under the same management all these years. I can strongly say that the management within the primary school is outstanding as the manager has acquired all these traits and many more qualities which Julian Treasure speaks about. At times there are situations where problems within the workplace may arise, however these are quickly and effectively dealt with thanks to excellent management. There are procedures in place to support employees to overcome problems which one may face, this can be dealt by:
· Speaking directly to main management
· Speaking to senior management 
· Speaking to union
· Put it in writing 
· Evaluation on workplace
· Evaluation on management
By having strong communication in the workplace, it establishes strong relationships therefore getting important projects done. By having procedures in place, it offers vital information that the employer has no knowledge of what may be going on in the workplace; it also gives the opportunity to ask questions, however one may have hesitated to communicate due to shyness or being non-sociable. Actively seeking out constructive feedback is a very vital form of communication to gain better understanding of how the workplace is progressing, areas that require improvement, these changes will support the organisations future.
To summarise the above paragraph, here is a quote that is a flaw in communication, ‘One of the biggest inhibitors to quality communication in the workplace is missed signals and quickly formed assumptions’ (Kristin Hoppe, 2018)
[bookmark: _GoBack]
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Conclusion
To conclude, here is a brief description of everything that has been discussed. First I have talked about how employers and employees communicate today to share information. The scenario I have used in a business centre where communication is the most important aspect when running yourself and your staff. I have described two of the various methods to communicate such as, verbal and non-verbal communication, and encoding and decoding. These are the most important and the most common forms of communication not just in a business centre, but anywhere and everywhere.
In the second part of the essay, I introduce a famous person, who is the founder of the world’s first strategic sound consultancy and an international consultant on all matters of the use and abuse of sound in business and commerce, named Julian Treasure (as mentioned in the second part). He discusses the negative features whilst talking to others. He calls these the ‘seven deadly sins’, these are: gossip, judging, negativity, complaining, excuses, lying and dogmatism. After that we analyse how Julian Treasure coverts these ‘sins’ into something positive, these are: honesty, authenticity, integrity and love. In the final part of his speech, he elaborates on how important the tone of your speech is presented when communicating. He describes the six aspects when talking, some of them are: register, timbre, and prosody etc. 
The last part of the essay talks about my own experience in an actively working environment. My profession as a teaching assistant at Mowlem Primary School, here I speak about how effective my school is in management and communication. Moreover, I explain the various ways that employees can support themselves when dealing with matters such as, working ability, wages etc.
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